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PREFACE
This training guide describes how to use IBIS to complete a budget revision operating form. For policy guidance
regarding budget revisions, please consult the State Budget Manual.

BUDGET REVISION- OPERATING

Once you have successfully logged in, you should see the Work Queue page as shown below. This could be a
BRU, Agency or OSBM Work Queue page depending on your log-in credentials.

T

Logged in as IBIS Userty  Logout Apout

STATE OF NORTH CAROLINA
OFFICE OF STATE BUDGET AND MANAGEMEN'T

View © BRU - Division of Public Health

v Home BRU Work Queue
" BRU Work Queue Create New Request » =] View History [=] View Messages Filter Criteria | FromDate 4 To Date |
My Messages " ” =
by Reports Ret# Budget Code Type Hams Status Updated By Lock | Last Updated ™
ol Aovances Reporing 20552 Alotment test UAT blocker 1757 -iohi BRU Dratt ibisusert? 2013-02-06 201 Pl
- saery convo 12vQeU 14430 Revision xfer to bisuser! 5RU Draft bisuserts 2013-03-04 1:15 Al
12vaza 14420 Revision transfer to/from test 5RU Draft ibisuser1® 2013-03-02 1:57 PIf
14430 Centification accounttest 5RU Draft bisuseris 2013-02-01 2:49 PId
14430 Cetification Deme 8RU Draft bisuseris 2013-03-01 2:58 PIt
R-BWCO 20882 Alotment mike test 1 cap alot 5RU Draft ibisuser1® 2013-02-01 Z:50 PII
ARVOOR 14430 Alotment Alotment Demo 5RU Draft bisugerie 2013-02-01 Z:49 PId
14vaiy 14430 Revision rules demo BRU Draft ibisuser1®
14vaiT 14420 Revision type 14 5RU Drat bisuserts
ARUOVE 40868 Alotment New Public Health Lab 5RU Draft bisuserts
abc 40883 Certification cert cap 1058 5RU Draft ibisuser1®
14430 Vector-Borne Dissase Control SRUReady ToSubmi  bisuseris @ 3
14430 Fuding of Essential Vital Records System Development and L. SRU Draft bisuseris 2013-02-05 12:11 Pl
14430 Fund Code Abestos & Lead Bsd Paint 5RU Draft ibisuser1® @  2012-0131524P0
14430 Fund Code 5RU Draft bisugerie 20130131 5114 Pl
~ Admin U4 drage 1t or1 b bl Displaying tems 1 - 15 of 15

Find the View indicator in the upper left-hand corner of the page. The field should contain only your BRU,
Agency or OSBM. If you have access to multiple departments and/or agencies, these will appear in a drop-
down list in this field. In the example below, the user is logged in as the Division of Public Health.
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OFFICE OF

Logged in as IBIS User19

STATE BUDGE'

: OF NORTH CAROLINA
AND MANAGEMENTT

| View : BRU - Division of Public Health |
~ Home BRU Work Queue
A BRU Work Queue Create New Request » [=] View History [S] View Messages Filter Criteria | FromDate : T ToDate M|
1y Messages ” ” =
ol Reports Ref Budget Code Type Name Status Updated By Lock | LastUpdated ™
Advanced Reporing 20888 Alstment test UAT blocker 1757 -iohi BRU Draft ibisusertg 2013-02-04 201 Bt
& saery Cortrol 12:v04U 14420 Revision xfer to ibisuser! BRU Draft ibisusertg 2013-02-04 11:15 Al
12030 14420 Revision transfer toffrom fest BRU Draft ibisusertg 2013-02-02 157 Bt
14230 Certification account test BRU Draft icisusertg 2013-03-01 2:42 P
14230 Certification Demo BRU Draft icisusertg 2013-03-01 2:58 Pl
AR-SWCO 2pzs8 Alotment mike test 1 cag alot BRU Draft icisusertg 2013-03-01 2:50 P
AR-VOOR 14420 Alstment Allstment Demo BRU Draft ibisusertg 2013-02-01 2:43 Bt
14va1u 14420 Revision rules demo BRU Draft ibisusertg 2013-02-01 226 Bt
14vQ1T 14420 Revision type 14 BRU Draft ibisusertg 2013-02-01 228 1t
AR-UOVS 2pzs8 Algtment Hew Putlic Health Lab BRU Draft icisusertg 2013-02-25 4:43 Pl
ate 2pzs8 Certification cert cap 1059 BRU Draft icisusertg 2013-02-25 11:01 Al
14230 Viorkshestl Vecter-Borne Disease Centrel BRU Ready Te Submt loisuser1s @ 20130205202 AN
14220 ‘Worksheet-Il Fuding of Essential Vital Records System Development and |... BRU Draft ipisuser1d 2013-02-05 12:11 PM
14420 Fund Code Abestos & Lead Bsd Paint BRU Draft ibisusertg @  zoi01a1s2emn
14420 Fund Code BRU Draft ibisusertg 2013-01-21 S04 Bt
A Admin Ud drage o1 b Pl Displaving tems 1 - 15 of 15

Creating a New Budget Revision
To create a new budget revision form, click on the Create New Request dropdown list in the middle of the

screen.

BRU Work Queue

Create New Request v View History View Messages

Filter Criteria From Date :

‘E To Date :

Ref# Budget Code
408€8
12-va4u 14420

I ™

Type
Allotment

Revizion

Name
test UAT blocker 1787 -lohi

xfer to ibizusert

™

Status Updated By Lock | LastUpdated ™

BRU Draft ibisuser!® 2012-02-04 201 PM

BRU Draft ibizuserld 2013-02-04 1115 AN

When you click on ‘Create New Request’, the drop-down will display the following options.

Page 4



INTEGRATED BUDGET INFORMATION SYSTEM

Budget Revision - Operating IBIS User Guide

BRU Work Queue

Create Mew Request « View H

Budget Execution

Budget Revizicn ]
Budget Allotment »
Budget Certification b

Budget Development
Work Sheet | »
Work Sheet Il

Work Sheet Il

Scenario

&1 &1 &1 [

Program Information
Strategic Planning Form

&l &1

Program Data Form

- ANCoo

Click on the “Budget Revision — Operating” option on the menu.

BRU Work Queue

Create Mew Reguest « View History View Mezza
Budget Execution |
Budget Revizion 3 Operating
Budgst Alletment 3
Budget Certification b Capital
Hevizion
Budget Development Revision
Work Shest | L4 Certification
Ed Work Sheet I Certification
Vork Sheet Il Allotment
EQ scenario Allotment
Program Information Revision
a Strategic Planning Form Revisien
Program Data Form Allotment

Once you click the operating option, a New Operating Revision Form — Basic Information window appears as shown
in the following screenshot.
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New Budget Revision "Operating’ Form - Basic Information

Please enter the information below and click Proceed
Biennium : " 2008-11 {* 2011-12
Figcal Year: { 2011-2012 % 2012-2013

Revision Type : 12 12

Department/Agency :

BRU : |D

Budget Code :

Request Title :

The first field allows you to select the Biennium that is involved in the proposed budget revision. Click on the
radio button next to the appropriate biennium. Note: Only one biennium may be selected at a time.

New Budget Revision 'Operating’ Form - Basic Information o

Please enter the information below and click Proceed

Biennium : " 2008-11 {* 201113

The next field allows you to select the fiscal year that is involved in the proposed budget revision. Click on the
radio button next to the appropriate fiscal year. Note: Only one fiscal year may be chosen at a time.

Note that if you choose the first year of a biennium, you will be able to enter data for both years in the budget
revision form. If you choose the second year of the biennium, you will be able to enter data for only the second
year in the form.

New Budget Revizsion "Operating' Form - Basic Information b4 .

Pleaze enter the information below and click Proceed
Biennium : & 2008-11 " 201113

Fiscal Year: { 2011-2012 (% Z012-2013
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The next field allows you to select the revision type. Click the radio button next to the appropriate revision
type. Note that once the form is created, the form allows a user to change between an 11 and 12 type but will
not allow a type 14 to be changed.

New Budget Revizion "Operating’ Form - Basic Information *

Pleaze enter the information below and click Proceed
Biennium : " 2008-11 % 201113
Fiscal Year: {0 2011-2012 {* 2012-2012

Revision Type: {11 [l b 14

Note the next two fields are labeled Department/Agency and BRU. In most cases, access is restricted to a single
department/agency so it will default to your Department/Agency and BRU. If a user has access to multiple
departments/agencies and BRUs, a dropdown option will appear for selection.

New Budget Revision 'Operating’ Form - Basic Information *

Please enter the information below and click Proceed
Biennium : " 2008-11 {* 201112
Fiscal Year: {0 2011-2012 { 2012-2012

Revision Type: 11 f* 12 14
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Click on the dropdown arrow for the Budget Code field. This displays a list of valid Budget Codes for the
selected Department/Agency and BRU.

New Budget Revision 'Operating’ Form - Basic Information

Please enter the information below and click Proceed
Biennium : & 200811 & 201112

Fiscal Year: ( 2011-2012 % 2012-2012

Revision Type: {11 " 12 14

Department/Agency :

BRU :

Budget Code :

Request Title : DHHS - Division of Public Health

DHHS - Health Services - Special

DHHS-HEALTH SWCS-FLOYD FUND

DHHS - Public Health Special Revenue General Fund
DHR-HEALTH SERVICES-FEDERAL

DHHS-HEALTH SERVICES-WIC

DHHS-HEALTH SERVICES-WIC FRINP
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Select a Budget Code from the list. Once selected, the budget code will populate the field and the list will
disappear as shown below.

New Budget Revision 'Operating’ Form - Basic Information

Please enter the information below and click Proceed
Biennium : {0 2008-11 201113

Fiscal Year: { 2011-2012 % 2012-2012

Revision Type: {11 " 12 14

Department/Agency : | Department of Health and Human

BRU :

Budget Code :

Request Title :

Click in the Request Title field. A flashing cursor will appear in the field. Type a title for the budget revision. As
you type, the title will appear in the field as shown below.

New Budget Revizion 'Operating’ Form - Basic Information

Please enter the information below and click Proceed
Biennium : {0 2008-11 * 2011132
Fiscal Year: { 2011-2012 ¥ 2012-2013

Revision Type: 11 " 12 14

DepartmentiAgency : | Department of Health and Human

BRU :

Budget Code :

Request Title :
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Clicking on the Cancel button will close the window. Nothing will be saved and the Work Queue will reappear.
If there is no need to cancel the form, bypass this step.
If all entries are satisfactory, click on the Proceed button as shown below.

New Budget Revizion 'Operating’ Form - Basgic Information

Please enter the information below and click Proceed
Biennium : " 2008-11 * 201112

Fiscal Year: 0 2011-2012 % 20M12-2013

Revision Type : o

Department’/Agency :

BRU :

Budget Code

Request Title : |Tit'E %
|
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A Budget Revision Operating form will open as shown below. The form’s five tabs (Basic Information, Positions,
Budget Details, Budget Overview and Attachments) will appear in the upper left corner of the screen.

Budget Revision-Operating: ( Title:test BRU:2B0-Division of Public Health Budget Code:14430-DHHS - Division of Public Health )

=+ STATUS: BRU_DRAFT ===
Basic Information Positions Budget Detail | Budget Overview | Attachments

Screen D 4

BIS D : | 9BQV

Biennium : 2011-12
Fiscal Year: 2012-2012
Reference Number: 12-2044
Department/Agency : Department of Health and Human Services
BRU : Divisien of Public Health
BudgetCode : 14430-DHHS - Divizion of Public Health

Revision Type: 11 1z

Effective Date : 01122013 [ i@
Recurrence : v @
Title : |title 7]

Select one of the following options (Type 12 and Type 14 only):

O

O

O

O 3

1 m >
Export POF Save Draft Save & Close Ready To Submit Delete Request

This section will only address the first four tabs. The Attachments tab’s functionality is addressed in a different
user guide that is available on the IBIS website.

Basic Information Tab

Basic Information

The Basic Information screen comes to the forefront since it is the default tab when creating a new or opening
an existing form.

The information from on the basic information tab is largely carried forward from the initialization screen when
the form was first created, which includes the following non-editable fields — biennium, fiscal year, reference
number, status, department/agency, BRU, and budget code.

Biennium: The form shows the Budget Cycle selected in the initiation window.

Fiscal Year: The form shows the Fiscal Year selected in the initiation window.

Reference Number: The form shows a reference number that begins with the revision type selected
when the form was created (11, 12, or 14) followed by four system generated digits.
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Department/Agency: The Department/Agency that is associated with your IBIS ID.

BRU: The BRU associated with your IBIS ID and selected in the initiation window.

Budget Code: The Budget Code selected in the initiation window.

Budget Revision-Operating: ( Title:test BRU:2B0-Division of Public Health Budget Code:14430-DHHS - Division of Public Health )
= STATUS: BRU_DRAFT ===
Basic Information Positions Budget Detail | Budget Overview | Attachments
Screen ID 2
Biennium : 2011-12 BIS ID : | 9BQV

Fiscal Year: 2012-2012
Reference Number: 024

Department/Agency : artment of Health and Human Services
BRU: izion of Public Health
BudgetCode : 14430-DHHS - Divizion of Public Health

Revision Type: 11 =1z

Effective Date : 0s1182013 [T i@
Recurrence : v | @
Title : |titl= 7]
Sefect one of the following options (Type 12 and Type 14 only):
]
O
O
O
1 m
Export POF Save Draft Save & Close Ready To Submit Delete Request

Review the selection for the revision type field. The form should show the revision type selected when the form

was created.

Biennium : 2011-12
Fiscal Year: 20
Reference Humber: 1
Department/Agency : Department of Health and Human Services
BRU : Divizion of Public Health
BudgetCode : 14430-0HHS - Divizion of Public Health

| Revision Type: 11 12 |

If a type 11 is selected, then the revision codes (lapsed salary, carry forward, new grant, etc. will be inactive
(grayed out) since these are not required for type 11 budget revisions. Also, the reference number will change
to coincide with the revision type. For example, the Reference Number would change to 11-VQ5Y above if the

revision type was changed to 11.

View the Effective and Approval Date fields. The Effective Date can be changed by typing a new date into the
field or by selecting a date from calendar after the icon is clicked. The Effective Date defaults to the current

date.
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The Approval Date will be inactive for type 11s and 12s at the BRU and Agency levels as shown below; however,
the Approval Date field is active for OSBM because approval authority resides at that level. For type 14 budget
revisions, this will be an active field for BRUs and Agencies and an approval date is required to be selected prior

to approval.

Biennium :

Fizcal Year:
Reference Number :
Department/Agency :
BRU :

BudgetCode :

Revision Type :

Effective Date :

Department of Health and Human Services
Divizion of Public Health
14430-DHHS - Divigion of Public Health

11 i1z

0

(&3]

80201

Click the dropdown arrow for the Recurrence field. You will see a list with the following options: Recurring,

Non-recurring, and Time-limited.

2011-12
2012-20132
Reference Number @ 12-2044

Biennium :
Fiscal Year :

Department/Agency : Department o

BRU
BudgetCode : 14430-0HHS
Revision Type: {11

Effective Date :

f Health and Human Services

: Divizgion of Public Health

- Divizgion of Public Health
¥ 12

Recurrence :

Title : Recurring

(2]

Mon-recurring
Time-Limited

Fnne fMimna 17 snd Twna 94 nndvl-

Select the option that pertains to your budget revision. You will see your selection populate the field.
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Biennium :

Fizcal Year :
Reference Number :
Department/Agency :
BRU :

201112

2012-2013

12-2044

Department of Health and Human Servicesz
Divizgion of Public Health

BudgetCode : 14430-DHHS - Divizien of Public Health
Revision Type: 11 "1z
Effective Date : 051872013 [ @

Recurrence : |Recurring v | g <

Based on the selection made in the Recurrence field, various revision categories will be activated or inactivated
based on state budget policy. For example, if Recurring is selected, then the Lapsed Salary and Carry Forward
options will be inactivated as shown below. Consult the State Budget Manual for more details.

Also, if Time-Limited is selected, an End Date field will appear with a calendar icon. The End Date is required for
time-limited budget revisions.

v @

Recurrence ; |Recurring

Title : =

(2

Select one of the followin
|:| Statutory

|:| Special Provizion

]

[

]

|:| New Grant

tions (Type 12 and Type 14 only):

|:| Change to Exizting Grant

|:| Owerrealized Departmental Receiptz
|:| Realignment

|:| Program Restructure

[] other

If necessary, the title can be changed by clicking in the title field and altering the text.

Title : | Titl= (7]
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Review the budget revision categories. Note that these do not show when a type 11 revision is selected
because the General Assembly has defined specific categories for type 11 budget revisions. For type 12 and
type 14 budget revisions, all will show if non-recurring is selected; however, as discussed above, Lapsed Salary,
Carry Forward, and One-time salary change will not show when Recurring or Time-Limited is selected. For more
policy specifics, consult the State Budget Manual.

Select one of the following options (Type 12 and Type 14 oniy):
[] statutory

[] special Provizion

[] Lapzed Zalary

|:| One-time Salary Change

[C] carry Forward

[C] Mew Grant

|:| Change to Existing Grant

|:| Owverrealized Departmental Receiptz
[] Realignment

|:| Program Restructure

[C] other

Check the category that pertains to your budget revision. (Lapsed Salary was selected in the example below.)
Select one of the following options {Type 12 and Type 14 only):

O
O

Lap=ed Salary

I 1 I

Note that if Statutory or Special Provision is selected then an additional field will appear asking for reference
information, which is required. See below for how the field will display for the Statutory code. A similar
reference box will appear if Special Provision is selected.
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Sefect one of the following options (Type 12 and Type 14 oniy):
Statutery

General Statute Reference :

O00O0

Click in the Justification box and enter an explanation for the budget revision. This is a required field on the
budget revision form.

Justification (7]
Click here for Rich Text Editer | SpellCheck ()

Enter a budget revizion justification here.

The Rich Text Editor can be clicked to format the text or to enter text.
Justification
Click here for Rich Text Editor SpeliCheck 9

Enter a budget revizion justification here.

By clicking the Rich Text Editor, a window will come up as shown below where text entered in the justification
field can be edited or where a justification can be entered. Additional formatting options are available beyond
those displayed on the screen by using shortcuts such as “Control + U”.
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eeeeeee————————————————————
0OSBM Harrative *

B 7o |2 =[] x| | & Ga@a|[[ad - [[[[[TTTT

S|JeIICheck0

Click in the Agency Remarks box and enter text if desired. This is an optional field on the budget revision form.
The Agency Remarks are editable only for Agency or BRU users.
Agency Remarksa

Click here for Rich Text Editor | SpellCheck @
l&gency remarks i an optional figld.

The OSBM Remarks field is enabled only for OSBM users and is an optional field. Once text is entered by OSBM,
it can be viewed but not edited by Agency and BRU users.
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05BM Remarks @

SpellCheck g

EEEE

Enter the appropriate information in the justification and remark fields.

Positions Tab
Click on the Positions tab at the top of the form to continue filling out the form.
to the forefront.

This will bring the positions tab

Budget Revision-Operating: { Title:test BRU:2B0-Division of Public Health Budget Code:14430-DHHS - Division of Public Health )

#= STATUS: BRU_DRAFT ===

Basic Information Positions Budget Detail | Budget Overview | Attachments

2011-13
2012-2013

12-2044

Biennium :
Fiscal Year:
Reference Number :

Department/Agency : Department of Health and Human Services
BRU : Division of Public Health
BudgetCode : 14430-DHHS - Division of Public Health
Revision Type: 11 12
Effective Date : 0s182012 T @
Recurrence : |Non-recurring v | @
Title: |l 7]

Select one of the foilowing options (Type 12 and Type 14 only):

O
O
Lapsed Salary
O
1 m
Export PDF Save Draft Save & Close Ready To Submit Delete Reguest

Screen D 2

IBIS ID - | 9BQV

If the budget revision form being developed includes changes to positions, information regarding such positions

should be filled out on this tab.

Note for Annualized Salary: The Annualized Salary Lines are required for any budget revision involving salary
reserve. The requirement lines entered on the budget detail tab may be a portion payable amount but the
annualized amounts on the Positions tab are always for 12 months. These lines are required only for
permanent salary accounts and will be posted to Salary Control. If a revision involves the movement of salary
reserve without a position number, bypass the position number and enter N/A for classification and grade. An

example is provided further in this section.
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In this section, four buttons appear: Edit Row, Remove Row(s), Sort Rows and Cancel Edit as shown below.

Edit Row Remowve Rowi(s) Sort Rows

Note: The above buttons can only be utilized once rows have been created. Since this guide creates a new
budget revision form, adding rows will be discussed first and then describe the functionality associated with
these buttons.

The data entry row highlighted below is used to add a row the position table.

Positions 9
Edit Row Remove Row(s} Sort Rows
[Fundz ~ |CC# ~ ||Accounts Posttion# Grade Title FTEY1 FTE v2 Annual Salary Add
¥
- e & Account Number - S S - o S FTE FTE Annual
Fund Code = 1 Cost Center = = - Account Description Position Number Grade/Band Classification (2013-12) (2014-15) Salary

HNo items to show

The following fields are required information on a budget revision form: Fund, Cost Center (defaults to blank),
Account Number, Grade, Classification, FTE Y1/FTE Y2 (as applicable) and Annual Salary. Position number is
optional so that FTE can be entered with a value greater than 1.0.

Fill in the fields in the order they appear in the row. The Fund# provides a dropdown list and a fund code can
be selected from the dropdown list or typed in manually.

Positions 0
Edit Row Remove Row(s) Sort Rows
IFund# v ICC# v |Account®
1000 Division of Health Services “lber
1010 Central Management and Administration E Acoount
1110 Administration
1M1 IMGMT SERVICES-PRYR
1120 REGIONAL ADMINISTRATION
1130 Regional Offices Support
1M ST CTRHLTH STAT-PRYR
1140 Administrative Services
1141 AIDTO COUNTIES-PRY
1151 Forensic Tests for Alcohol
1152 Asbestos and Lead Based Paint Hazard Manac
1152 Environmental Health Regulation
. 1180 State Center for Health Statistics FTE
1181 Public Health Capacity Building 2011-12)
1171 State Center for Health Statistics - Mo i
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Entering a Cost Center is an optional. The Cost Center dropdown list will only display values if the
Department/Agency uses Cost Centers; otherwise no data will be displayed. If no cost center is associated with

a budget revision, this field can be bypassed because the form defaults to a blank cost center as highlighted
below.

Positions 9

Edit Row Remove Rowiz) Sort Rows

1110 " ICC# w |Accountd

Fund Code * 4 I I
11010

110100
110104
TMM3E
T101ET
11015
110158
110140
11014H
110140

Account Degcrip

mls

summary 11014P
THMAT FTE
| 1018w (2012

T10M1BA - Mo itemz to s

The Account field will present a list of accounts once the user has entered three digits into the field as shown
below. Accounts are numerous so the system allows you to narrow the list down by entering the first few
digits, or the full account code can be manually entered (typed) in the field.
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Positions 9
Edit Row Remove Row(s) Sort Rows
1110 v oo w | 531 FPositiong Grad
Fund Code * 1 Cost Center * = 531110 EPA REG SALARIES-UNIV f Grad
231111 EPA-REG SALARIES-APPRO =
531112 EPA-REG SALARIES-RECPT My iterm:
S311132 EPA-REG SALARIES-UNDESIG
531114 EPA REG SALNVVAGE-INDIRECT
S31120 EPA-SPC SAL-APP-DIRECTOR
531121 EPA-SPC SAL-APP-JUDGES
S22 EPA-SPC SAL-APP-DAAST DA
531123 EPA-SPC SAL-APP-MAGISTRAT
S31124 EPA-SPC SAL-APP-CRT REP
531125 EPA-SPC SAL-APP-CLERK
summary & 531128 EPA-SPC SAL-APP-SPEC COUN
reesunt 521127 EPA-SPC SAL-APP-CRT COUN ted Sala
531128 EPA-SPC SAL-APP-PDVAST PD 1-12)
531128 EPA-SPC SAL-APP-AVAST AD -

Select the appropriate Account Code. The selection will populate the form and the list will disappear. Selection
of an Account Code will also cause the adjacent Account Code name field to populate. An account can also be
manually entered and does not have to be selected from the dropdown list.

1110 v |[CC# w | 531213 SPA-REG SALAR I

Click in the Position Number field to make the field editable.

[¥e]

e ¥ ICC# x| 53121 SPA-REG SALARI IF'nsitinn#

When editable, a cursor will appear that allows for a position number to be typed in the field. The position
number is an optional field.

1110 "ICC# =

in
(%)
—
(%]
—
(&%)

SPA-REG SALARI

Click in the Grade/Band field to make the field editable.

1110 v ICC# v | 531213 SPA-REG SALAR Sopt2es Grade
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A cursor will appear that allows for a grade/band to be typed in the field. Enter grade information into the field.
If entering information for reserve accounts 537xxx, you may enter text such as N/A.
1110

~ |CC# » | 531213 SPA-REG SALAR SR LTLTE

Click in the Classification Title field to make the field editable.

1110 v ICC# w | 531213 SPA-REG SALARI EHET R LeimEy Title

A cursor will appear that allows for a classification to be typed in the field. If entering information for reserve
accounts 537xxx, you may enter text such as N/A.

1110 v [CC# W | 531212 SPA-REG SALARI 80012345 Journey Program Manager

In the next two fields, FTE Y1 and FTE Y2, enter the number of positions that are requested for the budget
revision. Numbers may be entered as either positive or negative numbers. Also, if the first fiscal year of a
biennium is selected then data can be entered into both columns as shown below.

FTE "1 FTE v2 I

If the second year of a biennium is selected then data can only be entered in Y2 as shown below.

FTE %1 FTE v2 I

In the Annual Salary field, enter the annual salary for the position(s) in whole numbers, without a dollar sign,
comma or decimal point.

1110 e v | 531212 SPAREG SALARI S0012245 Joumnsy Frogrsm Msnager FTE Y1 1 Annual Salary

Note: The Annualized Salary Lines are required for any budget revision involving salary reserve. The annualized
amounts entered here are always for 12 months. These lines are required only for permanent salary accounts.
The requirement lines entered on the budget detail tab may be a portion payable amount if the budget revision
has an effective date other than July 1.

The amount entered will appear in the field.

1110 v|cca v [ 531213 cPARES SALARI 80012345 Joumey Program Manager FTE 1 1 50000 I'

Click the Add button and the row will populate the positions grid, clearing the fields for entry of another row.
The Add row fields will retain the data entered for Fund Code and Cost Center in order to reduce the number of
entries the user must provide in order to create a second row. Although these entries will be pre-filled, other
Fund Codes and Cost Centers may be selected by the user.

Add
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When the Add button is clicked, the position data will be added to the table as shown below.

Positions 9
Edit Rows Remove Row(s) Sort Rows
1118 v |CC# ~ ||Account® Position# Grade Title FTE Y1 FTE V2 I,&nnual Salary Add
a e & Account Humber n P = - o ot FTE FTE Annual
Fund Code * + Cost Center * =z -, Account Description Position Number Grade/Band Classification (2013-12) (2014-15) Salary
111% 531213 SPA-REG SALARIES-UNDESIG 6001223456 Journey Program Manager 1.000 1.000 S20,000.00

Repeat the above process to add all the position rows necessary for the budget revision form being created.

To edit a row that has been entered, click on a row to highlight it.

Positions 9
Edit Row Remove Rowi(g) Sort Rows

1118 - v IAccoum# Postions# Grade Title

Account Number
o

FTE ¥2 Annual Salary Add

FTE FTE Annual
(2013-14} (2014-18} Salary
1115 531213 SPA-REG SALARES-UNDESIG 600123458 Journey Program Manager 1.000 1.000 £50,000.00

Fund Cods * 1 Cost Center * z Account Description Positien Number Grade/Band Classification

Click on the Edit Row button T AT , and the data in the selected row will populate the Edit/Add

row line at the top of the grid as show below. Note: You can also double click the row and it will populate the
Edit/Add row line.

Positions 9
Cancel Edit
|| i [~ o (ks |sparec saLaml . [eo0122428 [Journey [Frogram Mansger ™ |4 1 [z0000 ot |
I A N | - i
Fund Code * 4 Cost Center “ = nccourﬁrlumb‘r Account Description Position Number Grade/Band Classification - Az . - F_E o FTL
J (2013-14) (2014-18} Salary
1119 531213 SPA-REG SALARIES-UNDESIG 600123456 Journey Program Manager 1.000 1.000 S50,000.00

When a row has been selected for edit, changes to any of the data previously entered are allowed. To save
changes, the Update Button at the end of the row must be clicked.

Positions 0
Cancel Edit
1118 = < 521213 cTEaEaT 500123456 Journey Frogram Manager 4 1 suone Update
s e & Account Humber B P : - e S FTE FTE Annual — [
Fund Code “ 1 Cost Center = 2 -, Account Description Position Number Grade/Band Classification (2012-1) (2014-15) Salary
1118 531213 SPA-REG SALARIES-UNDESIG 6001223458 Journey Program Manager 1.000 1.000 §50,000.00

Once Update has been clicked, the add/update row will clear (except for the Fund Code and Cost Center fields)
and the updated data will show in the grid below.
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Positions 0
Edit Row Remove Row () Sort Rows
1118 = = I,ﬂ.:cuum# Posttions IGrade ITit\e FTE 1 FTEv2 Annual Salary Add
- e & Account Number B P = - e 5 FTE FTE Annual
Fund Code ™ 1 Cost Center * 2 e Account Description Position Number Grade/Band Classification (2012-12) (2012-15) Salary
1118 531213 SPA-REG SALARIES-UNDESIG 500123455 Journey Program Manager 1.000 1.000 §45,000.00

To delete a row that has been entered, click on a row to highlight it.

Positions 9

Edit Row Remove Rowi(s) Sort Rows
1118 ~ v IAccoum# Position# IGrade ITnIe FTE ¥2 Annual Salary Add
- e A Account Humber R - : - - B FTE FTE Annual
Fund Code “ 1 Cost Center < 2 - Account Description Position Number Grade/Band Classification (2013-14) (2014-15) Salary
1118 531213 SPA-REG SALARES-UNDESIG 600123458 Journey Program Manager 1.000 1.000 $50,000.00

Click on the Remove Row(s) button and a confirm deletion message box will appear.

Positions 0

Edit Row Remove Row(s) | Sort Rows
1113 " \ IAccoum# Position# IGrade ITnIe FTE 1 FTE ¥2 Annual Salary Add
- e & Account Number - - - o FTE FTE Annual
Fund Code = 1 Cost Center = = P Accoeunt Description Position Number Grade/Band Clazaification (2013-14) (2014-15) Salary
1118 531213 SPA-REG SALARIES-UNDESIG 800123455 Journey Program Manager 1.000 1.000 $50,000.00

When the Remove Row button is clicked, the follow window will appear.

| Confirm b4

@ Are you sure vou want to remove the selected Row(s)?
Ok | Cancel

To cancel the deletion, click the Cancel button. To complete the deletion, click the OK button.

To Sort the rows that have been entered, click the Sort Rows button (shown below).

Positions 0
Edit Row Remove Rowi(s) Sort Rows
1118 ~ v Iﬁccnum# Position# IGrade ITnIe FTE 1 FTE ¥2 Annual Salary Add
s e & Account Humber . - - o~ FTE FTE Annual
Fund Code = 1 Cost Center = 2 - Account Description Fosition Number Grade/Band Classification (2013-14) (2014-15) Salary
1118 531213 SPA-REG SALARES-UNDESIG 600123458 Journey Program Manager 1.000 1.000 $50,000.00

The rows will sort in Fund Code, Cost Center, Account Number order, ascending. Click a second time and they
will resort in descending order.

Note: There is also a built-in sort for Fund Code, Cost Center, Account Number, Account Description, Position
Number, and Classification that will sort ascending or descending when the column header is clicked as shown
below.
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Positions 0
Edit Row Remove Rowis) Sort Rows
1118 - - IAccnum# Position# Grade Title FTE 1 FTE ¥2 Annual Salary Add
= — A
Fund Code * 1 Cost Center * = Accuunlrlumb_r Account Description Position Number Grade/Band Classification - ALz - . "—‘E . Sonusl
E (2013-14) (2014-15) Salary

111% 531213 SPA-REG SALARES-UNDESIG 600123456 Journey Program Manager 1.000 1.000 $50,000.00

If a row has been selected for edit by highlighting and clicking the Edit Row but then no edit is necessary, click
the Cancel Edit to clear the Add/Edit row and return the selected row to the grid without changes.

Positions Q
Cancel Edit
1119 = v [31213 f'REE saLaml 200122455 Joumay Frogram Manager 1 1 0000 e
s e & Account Humber B P : - o S FTE FTE Annual
Fund Code “ 1 Cost Center = z -, Account Description Position Number Grade/Band Classification (2012-12) (2014-15) Salary
1118 531213 SPA-REG SALARIES-UNDESIG 6001223458 Journey Program Manager 1.000 1.000 §50,000.00

At the bottom of the Positions tab a Summary table is displayed. The summary information is pulled from the
data entered above in the Positions Requested table and none of the data in the Summary is editable. Any
changes to the Summary information must be made by editing the data in the Positions Requested table.

Summagg@
FTE FTE
A A = ‘
Fund Code 1 Account (201112} (201213} Annual Salary
(=] 1110
1110 531211 0.000 2.000 £110,000.00
Fund (1110) Totals : 0.000 2.000 $110,000.00

Position Tab Examples
There may be times when you will need to use the position tab for different purposes. Listed in the steps above

was an example of adding a new position. The process would be the same for removing a position; however, in
that case, you would enter negative FTE and annual salary amounts.

Listed below are other potential situations for the positions tab. For more guidance regarding position
transactions, consult your OSBM budget analyst and the State Budget Manual.

Realigning Salary Reserve
When salary reserve is being realigned and does not affect a specific position, you will need to omit the
position number, enter N/A (or something similar) in the Grade/Band and Classification fields, and enter zero

(0) in the FTE columns. In the Annual Salary field, enter the salary reserve change.
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In the example below, $2,500 is being moved from account 531211 in fund 1119 to account 531211 in fund

Positions 0
Edit Row Remove Row(s) Sort Rows
1120 v Icc# « ||Account® Position# Grade Title FTE 1 FTE v2 I,&.nnual Salary Add
Fund Code * 1 Cost Center “ z Accourﬂ I_Juml:er Account Description Position Mumber Grade/Band Claszification [_n:_E1 r"n':E1=" annual
— faan
1118 531211 SPA-REG SALARIES-APPRO nia nia 0.000 0.000 (52,500.00}
1120 521211 SPA-REG SALARIES-APPRO nia nia 0.000 0.000 $2,500.00
— — m—

Changing More than One FTE
When a position number is entered on the positions tab, IBIS will limit the FTE to no less than one (1.000) and

no greater than one (1.000). If there is a need to change more than one FTE, you will need to omit the position
number; otherwise, you will receive an error. The example below shows a reserve account with 25 FTE. You can
see that the position number was omitted, N/A was entered for Grade/Band and Classification, and $0 was

entered for Annual Salary.

Positions 9
Edit Row Remove Rowi(z) Sort Rows
1120 = = Iﬁccount# Position# Grade Title FTE ¥1 FTE 2 Annual Salary add
- et Account Number . P . - - s FTE FTE Annual
Fund Code * 1 Cost Center “ z <, Account Description Posttion Number | Grade/Band Clagsification (2013-14) (201415) S
I|11EC 537200 RESERVES FOR BUDGETR... nia n/a 25.000 25.000 50.00 I
T
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Budget Detail Tab

Move to the top of the budget revision form and click on the Budget Detail tab to bring that portion of the
budget revision form to the forefront.

Baszic Information

Positions

Budget Detail

Budget Overview | Atftachments

After clicking the Budget Detail tab, the budget revision form will be displayed as shown below.

Budget Revision-Operating: (Refllumber: 12-106KH Type: 12 Title: Hew Budget Revision BRU: 2B0-Division of Public Health Budget Code:14430-DHHS - Division of Public Health)

Basic Information Positions

Requirementsg)

Edit Row Remove Row(s)

Budget Detail | Budget Overview | Attachments

Sort Rows

IFLmd# v |cC#

Fund Code “ 1

Cost Center * =

~ | [Account#

Account Number * 5

Receipts @
Edit Row Remove Row(s) Sort Rows
IFumj# - | |cc# ~  |Account#

Fund Code “ 1

summary @

Total Requirements
Total Receipts

Appropriation

Transfer toffromigd
Edit Row Remove Rowi(s)
IBudget Code ~ Y1 A
Budget Code
q
Export PDF Save Draft Save & Close

Cost Center * =

Account Number * 5

201112
50.00
$0.00
50.00

Amount
(2011-12)

#*** STATUS: BRU_DRAFT *=

R . Amount

Account Description (2011-12)
No items to show.

. . Amount

Account Description (2011-12)

No items to show

12- Reference# ~

201212
s0.00
s0.00
50.00
amount —
(2012-13) hEerihd

Mo itams tn shau

Ready To Submit | Delste Request

2 Amt

Amount
(2012-13)

Amount
(2012-13)

Reference Number

Authorized Budget
(2011-12)

Authorized Budget
(2011-12)

Screen D e

IBIS 1D : [ 105KH
Add
Authorized Budget
(2012-13)
Add

Authorized Budget
(2012-13)

Inserting rows in the Requirements and Receipts sections of the budget revision form works in the same
fashion as inserting rows on the Positions tab. In the Requirements section, there are four buttons that appear
first: Edit Row, Remove Row(s), Sort Rows and Cancel Edit. These functions are only utilized when rows have
been entered into the form so the data entry function will be explained first. Then these buttons will be

explained.
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To add a row of data for a requirement on the budget revision form, focus on the data entry row directly below
the buttons mentioned above. The fields in this row are editable, and when the end of the row is reached, the
Add button will save this data so that another row can be entered.

Requirementsigd
Edit Row Remove Row(s) Sort Rows

| |Fund# ~ ICC# ~ |Lccnum# 1 An w2 Amt Add

Amount Ameunt Authorized Budget Authorized Budget

= enter * 2 A or s A e i
Fund Code = + Cost Center = = Account Number = = Account Description 2011-12) (2012-13) 2011-12) (2012-13)

No items to show

The Fund field contains a dropdown list that displays fund codes available for the budget code associated with
the budget revision being created.

Requirementsigd

Edit Row Remove Row(s) Sort Rows
Fund# ~ [|[CC# " E
1000 Division of Health Services -

1010 Central Management and Administration

1110 Administration

1111 MGMT SERVICES-PRYR

1120 REGIONAL ADMINISTRATION

1120 Regional Offices Support

1131 ST CTR HLTH STAT-PR YR

1140 Administrative Services

1141 AIDTO COUNTIES-PRY

1151 Forensic Tests for Alcohol b F

1152 Aszbestos and Lead Based Paint Hazard IManac

2

1152 Environmental Health Regulation

1160 State Center for Health 5Statistics

1181 Public Health Capacity Building

1171 State Center for Health 5Statistics -

Select the fund from the list for the budget revision form being created. The selected fund will populate the
field and the dropdown list will disappear. The fund code can also be typed in manually.

1110 -
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Cost Center is an optional field and the Cost Center dropdown list will only display values if the
Department/Agency uses Cost Centers. This field can be bypassed if desired because the form defaults to a
blank cost center as highlighted below.

|| w I.ﬂ'-.ccnunt#

102099
1020C3
10202
102199
1021C3
102299
10222
102399
10231
10232
109499
1084C3
1084X1
108432 =

If necessary, select the desired Cost Center from the dropdown list. It will populate the field and the dropdown
list will disappear. The Cost Center can also be typed in manually.

The Account field will present a list of accounts once the user has entered three digits into the field as shown
below. Accounts are numerous so the system allows you to narrow the list down by entering the first few
digits, or the full account code can be entered manually (typed) in the field.
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ReguirE:mE:m&.@I
Edit Row Remove Row(z) Sort Rows
1110 v [lccs . | |53 1 Amt
N N S31110 EPA REG SALARIES-UNIV 4 A
Fund Code ™ + Cost Center ™ =z = .
S31NM EPA-REG SALARIES-APPRO = Ll
531112 EPA-REG SALARIES-RECPT
53113 EPA-REG SALARIES-UNDESIG
E3M114 EPA REG SALWVAGE-INDIRECT
531120 EPA-SPC SAL-APP-DIRECTOR
e S EPA-SPC SAL-APP-JUDGES
Receipis
53122 EPA-SPC SAL-APP-DA/AST DA
Edit Row Remowve Row () Sort Rows
531123 EPA-SPC SAL-APP-MAGISTRAT
IFunu:I# v [|CC# w || 531124 EPA-SPC SAL-APP-CRT REP
= " 531125 EPA-SPC SAL-APP-CLERK A
Fund Code ™ + Cost Center ™ =z .
53128 EPA-SPC SAL-APP-SPEC COUHN el
53127 EPA-SPC SAL-APP-CRT COUN
531128 EPA-SPC SAL-APP-PD/IAST PD
531129 EPA-SPC SAL-APP-AD/AST AD -

Select the desired account from the list or type in the account number manually. It will populate the field and
the dropdown list will disappear. By selecting/entering the account number, the associated account
description will also populate the adjacent field.

in
L
a
L

1110 " ICC# hd SPA-REG SALARI

The next set of fields in the Add/Edit Row area are Year 1 and Year 2 amount fields.

Note: If the first fiscal year of a biennium is selected then data can be entered into both columns as shown
below.

¥1 Amt Y2 Amt

If the second year of a biennium is selected then data can only be entered in Y2 as shown below.
1 At V2 Amt

Enter amounts in the fields as appropriate. The values reformat to dollars when you click Add to finish the row
entry. Be aware that amounts may be entered as either positive or negative amounts. Amounts are not
required to be entered in both year fields.

Once amounts are entered, the current authorized budget will be displayed for the fund, cost center, and
account combination as shown below.
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When all data has been entered for a row, click on the Add button. The row will move down to the grid below,
and the majority of the Add/Edit row will clear (Fund Code and Cost Center information will be retained).

SPA-REG SALARI

1 Amt 110000 | o

Add

Add as many rows of requirements as appropriate to complete the budget revision form. Once the first row is
added, the fund code and cost center codes will pre-populate with the choices made when entering that first

row to help quicken the entry of subsequent rows. If these values are not appropriate for subsequent row(s),
they can be overwritten.

Requirementsigd

Edit Row Remove Rowi(s) Sort Rows
1110 v “ "Accnunt# A 2 Amt Add
N  Center & - R s R . Amount Amount Authorized Budgst Authorized Budgst
Fund Code * 1 Cost Center * = Account Number = Account Description 01112) T 01112) 012.13)
1110 SPA-REG SALARIES-UNDESIG £110,000.00 £0.00 $0.00
1110 SOCIAL SEC CONTRIB-UNDES $6,415.00 $0.00 $0.00
1110 REG RETIRE CONTRIB-UNDES §15,741.00 50.00 $0.00

The Add/Edit Row(s) functionality for Receipts is identical to the Requirements functionality and therefore each
step will not be replicated here.

Receipts 0
Edit Row Remove Rowi(s) Sort Rows
IFund# ~ |CC# v Irﬂ.ccuunt# ‘2 Amt Add
Fund Code * + Cost Center * = Account Number * = Account Description ‘;]";iz"; ‘;D";EZTE A”‘"{Zﬁj‘aﬂz"ldgﬂ "*”'"g;zdﬂ”‘dgﬂ
No items to show
Add as many rows of receipts as appropriate to complete the budget revision form.
To edit a row that has been entered (in either Requirements or Receipts), click on the row to highlight it
Requirementsify
Remove Row(s) Sort Rows
1110 ~ ~ | [Account# 1 Am 2 Amt Add
\ Fund Code * Cost Center Account Number Account Description l:&:ﬁ”:ﬁ l:&‘t”;‘: "‘”‘"E.jﬁaaz‘?dga *”‘"f;;iif;dgﬂ
110 £31213 SPA-REG SALARES-UNDESIG £110,000.00 £0.00 £0.00
10 531513 SOCIAL SEC CONTRIB-UNDES $8.415.00 $0.00 s0.00
110 531523 REG RETIRE CONTRIB-UNDES $15741.00 $0.00 s0.00

Click on the Edit Row button and the data in the selected row will populate the Edit/Add row line at the top of
the grid.
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Requirementsigd
Edit Row Remove Row(s) Sort Rows Cancel Edit
1110 v galP3121=2 SPA-REG SALARL.. 1 Amt 110000 20 50 Update |
- =t Canta A " A - Amount Amount Authorized Budget Autherized Budgst
Fund Code Cost Center Account Number Account Description (2011-12) (2012-13) (2011-12) (2012-13)

110 231213 SPA-REC SALARES-UNDESIC £110,000.00 £0.00 0.00

1110 521513 SOCIAL SEC CONTRIB-UNDES $6,415.00 s0.00 50.00
REG RETIRE CONTRIB-UNDES $15,741.00 g0.00 50.00

10 £31523

When a row has been selected for edit, the previously entered data may be changed. The Update button as the

end of the row must be clicked to save changes.

Requirementsi
Remove Rowi(s) Sort Rows Cancel Edit
e = =

Edit Row
1110 v galP3121=2 SPA-REG SALARL.. 1 Amt
- =t Canta A " A - Amount Amount Authorized Budget Autherized Budgst
Fund Code Cost Center Account Number Account Description (2011-12) (2012-13) (2011-12) (2012-13)
1110 531213 SPA-REG SALARIES-UNDESIG £110,000.00 £0.00 £0.00
110 513 SOCIAL SEC CONTRIB-UNDES $8,415.00 so0.00 $0.00
REG RETIRE CONTRIB-UNDES 815,741.00 £0.00 $0.00

£21523

1110

Once Update has been clicked, the add/update row will clear (except for the fund code and cost center fields)
and the updated data will show in the grid below the data entry row.

To delete a row that has been entered, click on a row to highlight it.

Requirementsigl
Edit Row Remove Row(s) Sort Row's Cancel Edit
e v PSS SPAREG SALARL. 110000 50 50 Update
- N - " ki Amount Amount Authorized Budget Authorized Budget
Fund Cods Cost Center Account Number Account Des (2011-12) (2012-13) (2011-12) (2012-13)
1110 531213 SPA-REG SALARIES-UNDESIG £110,000.00 £0.00 £0.00
110 531513 SOCIAL SEC CONTRIB-UNDES $8,415.00 s0.00 s0.00
110 531523 REG RETIRE CONTRIB-UNDES 215,741.00 50.00 £0.00

Click on the Remove Row(s) button and a confirm deletion message box will appear.

| Confirm

@ Are you =sure you want to remove the selected Row(s)?

QK | Cancel

To cancel the deletion, click the Cancel button. To complete the deletion, click the OK button.

To Sort the rows that you have entered, click the Sort Rows button.
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Requirementsigd
Edit Row RemoveRow(s) ||  SetRows [ cancelEat
1110 = «|[s21212 SPAREG SALARI 1 Am 110000 0 50 Update
=  Contor & - R — R o Amount Amount Authorized Budget Authorized Budget
Fund Code = Cost Center © z Account Number = 3 ‘Account Description (2011-12) (2012-13) (2011-12) (2012-13)

110 531213 SPA-REG SALARIEES-UNDESIG §110,000.00 §0.00 $0.00
1110 531513 SOCIAL SEC CONTRIB-UNDES $8,415.00 s0.00 s0.00
110 531523 REG RETIRE CONTRIB-UNDES $15,741.00 50.00 $0.00

The rows will sort in Fund Code, Cost Center, Account Number order, ascending. Click a second time and they
will resort in descending order.

Note: There is also a built-in sort for Fund Code, Cost Center, Account Number, Account Description, Position
Number, and Classification that will sort ascending or descending when the column header is clicked.

If a row has been selected for edit by highlighting and clicking the Edit Row but then no edit is necessary, click
the Cancel Edit to clear the Add/Edit row and to return the selected row to the grid without changes.

Requirementsig
Edit Row Remove Row(s) Sort Rows Cancel Edit

Bl ~ 3| 721213 SFA-REG SALARL 1 Amt 110000 =0 =0 Update
. ot Contar ~ 5 . —- . . Amount Amount Authorized Budgst Authorized Budget
Fund Cage * 5 Cost Center * = Account Number * 3 Account Description ey oy T B
1110 531213 SPA-REG SALARIES-UNDESIG $110,000.00 §0.00 §0.00
1110 SOCIAL SEC CONTRE-UNDES £8.415.00 s0.00 s0.00
1110 REG RETIRE CONTRIB-UNDES §15,741.00 §0.00 §0.00

When Requirements and/or Receipts entries are entered into the budget revision form, the data populates the
Summary table at the bottom of the Budget Detail tab. The Summary table will add all Requirements and
Receipts entered in this form and calculate the Appropriation amount.

Summﬂg{@
2011-12 201213
Total Requirements 20.00 £134,155.00
Total Receipts 20.00 20.00
20.00 2134,1556.00

Appropriation

The transfer to/from section of a budget revision is required for any revision that increases or decreases
appropriation. If appropriate for a budget revision, click the dropdown arrow for the budget code field under

the Transfer to/from section (below).

Transfer to/fromigd
Edit Row Remove Rowi(s)
"Budget Code v |1 At Y2 Amt 12- Reference# v Add
Budget Code l;ur:iu:; l;ur:czu;'li Revizion Type Reference Number

No itemz o =how.

Total Appropriation Transfer: 50,00 50,00
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Enter at least the first two digits of a budget code and a list of all budget codes that begin with those digits will
appear. If the budget code is know, the budget code may be manually entered.

Budget Code MName
1140610 Department of Juvenile Justice and Delinguency Preven =
14060 Department of Juvenile Justice and Delinguency Preven
14100 Department of Adminiztration - General | V3
14101 DOA - General Mizcellansous =
12160 Office of State Controller - General Fund
14222 DAT - State Aid - Trangportation
14223 DOT-AID TO RAILROADS
14224 DOT-GLOBAL TRANSPARK
14300 Dept Environment and Matural Regources - General Fun
14201 DEMR - Clean VWater Management Truzt Fund
14350 '.l_m'l|ij_|ii REEC_UEDEE-HFELC_EFIEHCI‘I $0.00
14401 ADATC - BLACK MOUNTAIN
14402 ADATC - BUTHER
14403 WALTER B. JONES ADATC
14404 M. C. SPEClAL CARE CENTER
14408 BLACK MOUNTAIN CENTER

14410 DHHS - Divigion of Central Management and Support d _
Select the appropriate budget from the list. Alternatively, a budget code can be manually entered in the field.

Transfer tu:r-'fru:rr‘nﬁ

Edit Row Remove Row(zs)

14420 w

Budget Code

Click in the Y1 and/or Y2 Amt fields. (Note that the Y1 Amt field will only be enabled if the fiscal year chosen is
the first of the biennium. The Y1 Amt is inactive in the example below).

Transfer t-:r-"fru:rmﬁ

Edit Row Remove Rowis)

14420 w 1 Amt 2 Amt

Enter the amount being transferred to/from the budget code selected/entered. The total amount entered in
the transfer to/from section should offset the appropriation increase entered on the budget revision so that
combined the two will equal zero.
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Transfer tl:--‘frl:rmg'
Edit Row Remove Rowiz)
14420 e |1 Amt 134155
Amount Arnount
Budget Code (2011-12) (2012-13)

Click on the dropdown arrow next to the Reference# field. You will see a list of current month budget revisions
that are the same type as the budget revision form you are completing. The Transfer to/from is restricted to
current month revisions and by type. An entry should be made for transfers involving statewide reserve budget
codes (19xxx) but no revision number needs to be selected.

Transfer to-‘trom@
Edit Row Remove Row(z)
i
14420 v |1 Amt -134155 12 - ||Reference# hd
Amount Amaount R
Budget Code (2011-12) (2012-13) Revizion Type Reference Number

Select a revision from the list. When you have completed the new row, click on the Add button. The row will
be added to the table below.

Add additional rows to the table if appropriation is being transferred from multiple budget codes and through
multiple revisions.

The Edit Row, Remove Row(s), and Cancel Edit features work the same as the Positions and Budget Detail tab
and will not be explained here. For assistance, refer to those functions described in previous sections of this
document.

Uploading Data from Excel

IBIS has the ability to upload data from Excel, which will make the system more efficient for end users. This
feature will allow you to upload line item data from an Excel template into IBIS thereby eliminating the need to
enter data into the system manually. The following section provides step-by-step instructions on how to use
the upload feature.

There is an “Excel Processing” feature located in the upper right corner of the Budget Detail tab as show below.

Requirementsigd

Edit Row Remove Rowis) Sort Rows L. Validation Mezsages Excel Processing -

IFund# ~ |CC# ~ IAccoum# 1 Amt ‘2 Amt

Amount Amount Authorized Budget

= st Center * : A Number ™ s A escripti
Fund Code = « Cost Center * 2 Account Number * 3 Account Description (2013-14) (2014-15) (2013-14)

No items to show.

U4 A Page 1 of1 ¥ Wil Dizplaying tems 0 - 0 of 0
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To begin the uploading process, click on the “Excel Processing” button. Once clicked, you will see the following
menu.

Excel Processing I
= Download Template
+EH upload & Process

EH Export to Template

These four options are described below.
e Download Template: Allows a user to download an Excel template from IBIS.
e Upload & Process: Allows a user to upload data from the Excel template into IBIS.
e Download Bulk Upload Report: Allows a user to download a report that identifies all errors associated
with uploading the Excel template to IBIS.
e Export to Template: Allows a user to download requirement or receipt data from IBIS into Excel.

IBIS provides a standardized template for use when uploading data from Excel into the system. You will need to
download the template by clicking the “Download Template” option. Clicking this option will produce a “File
Download” window that gives you the option to open the template or save it to your computer. You may
choose either option.

x|
Do you want to open or save this file?

fx j Mame: Bulk Load Upload Template_080713.xdsx
[ Type: Microsoft Office Excel Worksheet

From: ga.ibis.nc.gow

Open Save Cancel

harm your computer. f vou do not trust the source, do not open ar

|@ While files from the Intemet can be useful, some files can potertially
b save this file. What's the rslc?
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Open the file to view the template. Certain parts of the template have rules and are locked to prevent changes
to its format. For example, users cannot enter more than four digits for a fund code and cannot resize the

column widths.

Enter all requirements and receipts saving the document as data is entered. Please be aware that requirements
and receipts use separate tabs on the Excel spreadsheet.

!,/'c!? = R & Bulk Load Upload Template_080713[1].xlsx - Microsoft Exce
- Home Insert Page Layout Formulas Data Review View ©@ - = X
= & Calibri i1 - _5'3_;'J Conditional Formatting 5= Insert ~ PR ? [ﬁ
_j B8 (|B I UO~||A Al * ||| dG% Format as Table I Delete @'
Pa'ste 7 ||E S A | £ ___f||1./ | i 5% = Cell Styles e Format ~ || 2+ Ei?tr:r&.-' g;?:lct&i
Clipboard M Font Alignment_ Mumber Styles Cells Editing
| Al - (- £ | ¥
A B C D
1 IBIS Budget Revision Requirements Table Template
2 ==
3 Fund Code Cost Center Account Number Year 1 Amount 1
a4
5
6
7
8
9
M 4 » M| Reguirements . Receipts ¥ [T i |
Ready | EE([O1/ [ ——

Once data entry is complete in the Excel file, you are ready to “Upload and Process” the Excel file within IBIS. In
order to complete this step, access the form within IBIS and locate the “Excel Processing” feature on the Budget
Detail tab. Click on the icon and select “Upload and Process.”

Upload & Process

When you select “Upload and Process,” you will see a “Bulk Upload Process” window appear as shown below.
Bulk Upload Processing

Click "Browse" to select an attachment

Browse... |

Cloze Window
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Click the “Browse” button ( Browse... ) and select the Excel file you wish to upload into IBIS. The system will
upload your file and display the following information about processing the file.
Bulk Upload Processing

,,} Click "Browse" to select an attachment

.l Bulk Load Upload Template_ 0807132 completed (2).xlsx | 78tk

Cloze Window

Once the file is finished uploading, IBIS will check for validation errors. If there are no errors, the data will
populate the form and display a messaging stating “Line item processing completed without errors.” Please
note that you will need to upload requirements and receipts separately; however, the process is the same for

both.
Regulrementgﬂ

Edit Row Remove Row(s) Sort Rows &, Validation Messages Excel Processing -
IFund# - [|CC# ~ | |Account# 1 Amt 2 Amt Add
Fund Code * 4 Cost Center * = Account Number * = Account Description L;T;j';‘:} [ZADTSTE} Aum&ﬁ?&;jgﬂ Autnlozrnlie::igdget I

1100 31214 SPA-REG SALAVAGE-INDIRECT $1,000.00 (51,000.00) $0.00

1100 1110 S31220 SPA TIME LIMITED SAL-UNN $1,000.00 (81,000.00) $0.00

100 111001 31221 e | (51,000.00) 50.00

1100 1113 §31z2z22 (81,000.00) $0.00

oo s s31223 i Line item processing completed without errors (51,000.00) 20,00

1100 1120 531230 L (51,000.00) $0.00

1100 112001 s312H = ($1,000.00) $0.00

1100 112072 g31232 (51,000.00) $0.00

1100 1130 538801 GLAXU SCHULARSHIPE 100000 (81,000.00) $0.00

1100 1140 538602 AUTOMOTIVE TRNG INCENTIVE £1,000.00 (31,000.00) s0.00

1100 114001 536603 ¥OUTH DEV CENTER SCHOLAR $1,000.00 (81,000.00) $0.00

1100 1148 531214 SPA-REG SALMWAGE-INDIRECT £1,000.00 (31,000.00) s0.00

1100 1145BL 531220 SPA TIME LIMTED SAL-UNN $1,000.00 (51,000.00) $0.00

1100 114561 531221 SPATIME LIMITED SAL-APP £1,000.00 (31,000.00) s0.00

1100 1150 g31222 SPA TIME LIMTEDSAL-REC $1,000.00 (51,000.00) $0.00

1100 115001 §31223 SPA TIME LIMTED SAL-UNDE $1,000.00 (81,000.00) $0.00

1100 1150AF 531230 LEO SALARIES-UNN $1,000.00 (%1,000.00) £0.00

1100 11S04P s31zn LEQ SALARIES-APPRO $1,000.00 (81,000.00) $0.00

1100 1151 531232 LEQ SALARES-RECPT £1,000.00 (%1,000.00) s0.00

1100 1151AJ 535601 GLAXO SCHOLARSHIPS $1,000.00 (51,000.00) $0.00

U4 4 page 1 oz b |l Displaying ltems 1 - 20 of 45 ‘ IE
1 »
If there are errors, you will receive the following message.
Hote *

Qne or more line tems for thiz action contains errors. All errors
muzt be remediated before procezssing iz =uccezzful Pleaze
download the Bulk Uplead Report via the menu option and
remediate indicated errorz and try again.

i)

Ok
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This message informs you that errors exist that must be fixed prior to fully uploading the data into IBIS. (Note: If
even one error exists the upload will not be completed.) If you receive this error, you will need to click on the
“Excel Processing” option on the budget detail tab and select the “Download Bulk Upload Report.” This report
is a downloadable Excel file that will list all accounts that have errors associated with your upload attempt.

Excel Processing - I
Izl._] Download Template
: = Upload & Proceas
-1! Izl._] Download Bulk Upload Report

Izl._] Export to Template

When you select “Download Bulk Upload Report,” you will see the following window appear. You may choose
to open the file immediately or save it to your computer.

x

Do you want to open or save this file?

E;' j Mame: bulkuploadreport, xlsx
[H]

Type: Microsoft Office Excel Worksheet

From: ga.ibis.nc.gov

Open Save

harm your computer. f you do not trust the source, do not open or

le‘) While files from the Intemet can be useful, some files can potentialhy
save this file. What's the rskc?

p

You will download the Excel spreadsheet and review each row with an identified error. Errors will be identified
in column F of the spreadsheet, which is titled “System Use,” and will be highlighted in red.

A B € D E

1 IBIS Budget Revision Requirements Table Template

2

3 Fund Code Cost Center Account Number Year 1 Amount Year 2 Amount System Use

4 1100 1082 531214 1,000 -1,000 Invalid Cost Center
5 1100 1110 531220 1,000 -1,000

6 1100 111001 531221 1,000 -1,000

7 1100 1113 531222 1,000 -1,000

8 1100 1115 531223 1,000 -1,000

S 1lo0 1120 531230 1,000 -1,000

10 1100 112001 531231 1,000 -1,000

11 1100 112072 531232 1,000 -1,000

12 1100 1130 536601 1,000 -1,000

13 |1100 1140 536603 1,000 -1,000

14 1100 1140 536603 1,000 -1,000 Duplicate line item
15 |1100 1145 531214 1,000 -1,000

W 4 b M| Requirements - Receipts % I | I
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The red text will describe the type of error. You will need to correct all errors, re-save the spreadsheet, and
upload the file into IBIS following the steps described above. The data will only be accepted and loaded into the
budget revision form once all errors are addressed.

Downloading Data to Excel
IBIS has the ability to download data from IBIS into Excel. This feature may assist users copy data from one
budget revision to another. The following section provides step-by-step instructions on how to use the

download feature.

There is an “Excel Processing” feature located in the upper right corner of the Budget Detail tab as show below.

Requirementsigd

Edit Row Remove Row(s) Sort Rows
IFund# v | [CC# v Iﬁ-ccuunt#
Fund Code * + Cost Center * = Account Number * =
1100 531214
1100 1110 531220
1100 111001 531221
1100 1113 531222
1100 1118 531223
1100 1120 531230
1100 112001 ¥z
1100 112072
1100 1130
1100 1140
1100 1145 SMz1L
1100 1145BL 531220
1100 1145BM 531221
1150 531222

1100

& Walidation Messages

Account Description
SPA-REG SALAVAGE-INDIRECT
SPA TIME LIMITED SAL-UNN
SPA TIME LIMITED S. P
SPA TIME LIMMEDSAL-REC
SPA TIME LIMITED SAL-UNDE
LEQ SALARES-UNN
LEQ SALARES-APPRO
LEQ SALARES-RECFT

GLAXO SCHOLARSHIPS

YOUTH DEV CENTER SCHOLAR

SPA-REG SALMWAGE-INDIRECT
SPA TIME LIMITED SAL-UNN
SPA TIME LIMITED SAL-APP
SPA TIME LIMITEDS.

Amount
(2013-14)
$1,000.00
$1,000.00
£1,000.00
§1,000.00
$1,000.00
£1,000.00
§1,000.00
$1,000.00
$1,000.00
£1,000.00
§1,000.00
$1,000.00
£1,000.00
$1,000.00

Amount
(2014-15)

(81,000.00}
($1,000.00)
(81,000.00}
(51,000.00}
($1,000.00)
(51,000.00}
(%1,000.00}
($1,000.00}
($1,000.00)
(81,000.00}
(%1,000.00}
($1,000.00)
(51,000.00}
(%1,000.00}

Autherized Budget
(2013-14)

Excel Processing  +

Add

‘Authorized Budget

(2014-15)
S0.00
S0.00
50.00
50.00
000
50.00
50.00
S0.00
0.00
50.00
50.00
S0.00
50.00
50.00

To begin the download process, click the dropdown arrow next on the “Excel Processing” button. Once clicked,
you will see the following menu.

Excel Processing -

Iz_rl Download Template
. Iz_l’l Upload & Procesz
:-, Iz_rl Download Bulk Upload Report

Iz_rl Export to Template

Select the “Export to Template” option to download the data entered into IBIS into an Excel spreadsheet. Note
you will need to download data from the requirements and receipts tables separately. Once selected, you will
see the following window. You may choose to open the file immediately or save it to your computer.
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Do you want to open or save this file?
[,_;' j Mame: lineitems. xlsx
£l Type: Microsoft Office Excel Waorksheet
From: ga.ibis.nc.gov

Qpen Save

x|

harm your computer. f you do not trust the source, do not open or

|@ While files from the Intemet can be useful, some files can potentialhy
gave this file. What's the rsk?

Open the Excel spreadsheet to review your data. The Excel spreadsheet may default to the receipts or
requirements tab so you will need to be sure to select the correct tab to view your data. The file will appear as
shown below.

(RN - T R SIS

A==
Blw N o

15

A B G D E
IBIS Budget Revision Requirements Table Template
Fund Code Cost Center Account Number Year 1 Amount Year 2 Amount
1100 531214 1,000 -1,000
1100 1110 531220 1,000 -1,000
1100 111001 531221 1,000 -1,000
1100 1113 531222 1,000 -1,000
1100 1115 531223 1,000 -1,000
1100 1120 531230 1,000 -1,000
1100 112001 531231 1,000 -1,000
1100 112072 531232 1,000 -1,000
1100 1130 536601 1,000 -1,000
1100 1140 536603 1,000 -1,000
1100 1145 531214 1,000 -1,000
1100 1145BL 531220 1,000 -1,000
4 4 ¥ ¥| Reguirements , Receipls Tl [ ! M

System Use
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Budget Overview Tab

.. . i Budget Overview .
Move to the top of the budget revision form and click on the Budget Overview tab to bring

that portion of the form to the forefront.

=== STATUS: BRU_DRAFT ****
Basic Infermation Positions Budget Detal | Budget Overview  Attachments
Reguirementsifd
_ R _ R " Amount Amount Authorized Budget Authorized Budget
Fund Cede Account Number Account Description (2011-12) (3012-13) (2011-12) (2012-13)

= 1110

1110 531213 SPA-REG SALARES-UNDESIG $0.00 §110,000.00 50.00 $0.00
1110 SOCIAL SEC CONTRIB-UNDES s0.00 $8,415.00 $0.00 $0.00
1110 REG RETIRE CONTRIB-UNDES $0.00 §15,741.00 50.00 $0.00
Fund (1110) Totals : $0.00 §134,156.00

Receipts

_ . ~ . " Amount Amount Authorized Budget Authorized Budget
Fund Code Account Number Account Description (2011-12) (2012-13) (2011-12) (201213
No items to show
summary
201112 2012413

Total Requirements £0.00 $134,156.00

Total Receipts 50.00 $0.00

Appropriation $0.00 5124 156,00
Tramsiarln‘frnmﬂ

Amount Amount -
Budget Code e, e Revision Type Reference Number
HNo items to show.
Total Appropriation Transfer: $0.00 $0.00
1 »
Export PDF Save Draft Save & Close Ready To Submit Delete Request

The Budget Overview tab is a read only tab that reflects the data entered on the Budget Detail screen and it
shows summaries by fund. None of the data on this tab is editable.

At the bottom of the form there are form action buttons that are available while working on every tab in the

form. The buttons are: Export PDF, Save Draft, Save & Close, Ready to Submit and Delete Request. Usage of
these buttons is standard within the IBIS application and their functionality is covered in the “Standard Form

buttons” training document found on the IBIS website.
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